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Part One: Accessing and reviewing a licensee renewal application 

Log in to your myRECA account and go to the 
Applications page under the My Brokerage tab.  
 
When a licensee’s renewal application is ready for 
you to review, it will be in the Applications 
Underway section, the Application Status column 
will indicate Ready for Review and the Assigned 
To column will indicate Brokerage.  
 
Click the Complete link beside the renewal 
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If the Application Status and Assigned To 
columns indicate Assigned to Applicant, the 
licensee has not completed and submitted 
their renewal application for your review yet. 
We will email you when this happens. 
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Confirm the licensee’s personal and contact 
information are correct and up to date to the 
best of your knowledge  
 

Providing false or misleading 
information may result in the licensee 
being sanctioned 
 

You may also be sanctioned if you 
approve the application knowing it 
contains false or misleading information 
 

 

! 

! 
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Review the licensee’s renewal application responses 
carefully to ensure the information they have provided 
is complete and accurate to the best of your knowledge 
 

Providing false or misleading information may 
result in the licensee being sanctioned 
 
Failure to immediately notify the registrar about 
an event captured in Section 40 of the Real Estate 
Act Rules may result in the licensee being 
sanctioned or suspension or cancellation of their 
licence 
 
You may also be sanctioned if you approve the 
licenee’s renewal application and are aware of an 
unreported event or that it contains false or 
misleading information 
 

 
 

! 

! 

! 

https://www.reca.ca/about-reca/legislation-standards/real-estate-act-rules/#Section40
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Select No to assign the application back to 
the licensee to make any changes. We’ll 
email them to let them know if this 
happens. We’ll email you when the 
licensee has recompleted their application 
and it’s ready for you to review again 
 

Select Yes to 
accept the 
application 
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Select who will pay the licensee’s licensing 
renewal fee. 
 
 if you select Brokerage Payment, proceed 

to Part Two 
 
 if you select Applicant Payment, we will 

email the licensee to let them know 
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Part Two: Paying for a licensee’s renewal fee individually 
 

If you selected Brokerage Payment on a 
licensee’s licence renewal application, you can 
pay their licensing renewal fees: 
 now by clicking the Next button 
 later by clicking the Pay Later button 

The $250 licensing renewal 
fee credit is automatically 
applied 
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On the My Brokerage tab, Applications page, 
go to the Applications waiting for payment 
section and click the Payment link beside the 
renewal application for which you wish to pay 
the licensee’s licensing renewal fees.  
 
Even if you assigned responsibility for 
payment to the applicant, if you wish to 
override this prior assignment and pay for 
their licensing renewal fees, you can do so by 
clicking the Payment link beside the licensee’s 
renewal application. 

Note: If you are the broker of multiple 
brokerages, ensure you are in the desired 
industry sub-tab under the My Brokerage tab  
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  Enter your credit card information and click 

Next to complete the payment and the 
licensee’s licence renewal 

Congratulations! Provided your 
payment was successful and 
there are no good character 
issues that the registrar needs to 
review before deciding to issue 
this licensee a licence, the 
licensee’s licence renewal is 
complete! 
 
Go to Part Four to learn how to 
check the status of your licensee 
renewal(s). Go to Part Five to learn 
how to access payment receipts. 
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Part Three: Paying for bulk licensee renewal fees through the brokerage’s Payment Cart 
 
 
 

 
  Click the boxes beside the licensee names to 

select the applications you wish to add to the 
brokerage’s Payment Cart and click the Add 
Selected to Cart button.  
 

You can add an application to your 
brokerage’s Payment Cart even if it is 
assigned to the applicant for payment, 
however, this means the applicant will no 
longer be able to pay for it themselves 

! 
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When you’ve successfully added applications to 
the brokerage’s Payment Cart, the applications 
will no longer be visible in the Applications 
waiting for payment table. Click the View Cart 
link to access the brokerage’s Payment Cart to 
view and pay for the applications 

You can also access the 
brokerage’s Payment Cart by 
clicking Payment Cart under 
Brokerage Information while 
on the My Brokerage tab 



 

  Page 12 

 
  

If you wish to remove any applications from the 
brokerage’s Payment Cart, click the box beside 
the licensee names to select the applications you 
wish to remove and click the Remove Selected 
button. This will move the application back to the 
Applications waiting for payment section of the 
Applications page under the My Brokerage tab 

Click the Make Payment button to proceed with 
the payment process for the applications in the 
brokerage’s Payment Cart 
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Click the Next button and follow the prompts to 
complete your payment. Any available credit on 
your brokerage’s myRECA account will be 
automatically applied  
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Enter your credit card information and click 
Next to complete the payment and the related 
licence renewal(s) 
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Congratulations! Provided your 
payment was successful and there 
are no good character issues that 
the registrar needs to review 
before deciding to renew a 
licence, the licence renewals are 
complete! 
 
Go to Part Four to learn how to 
check the status of your licensee 
renewal(s). Go to Part Five to learn 
how to access payment receipts. 
 

Wait while myRECA processes 
the payment and completes 
the related licence renewal(s) 
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Part Four: Checking the renewal status of your licensee(s) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Option 1: On the My People page of the My Brokerage tab in 
myRECA, in the table showing the brokerage’s licensees, there is 
a column which indicates each licensee’s renewal status. For 
mortgage brokers, you can see the status of your licensees’ 
relicensing education program.  
 
You can download the data from this table as a PDF or into an 
Excel spreadsheet by clicking the appropriate icon. 

Option 2: Go to the Renewal Summary Report 
to access a detailed status of your licensees’ 
renewal. For mortgage brokers, this report also 
contains the status of your licensees’ relicensing 
education program (see next page). 
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You can download the data from this report as a 
PDF or into an Excel spreadsheet by clicking the 
appropriate icon. 
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Part Five: Accessing individual payment receipts 
 
 
 

You can find all individual renewal (and non-
renewal) licensing fee payment receipts that 
your brokerage paid on the Payment History 
page under the My Brokerage tab 

Note: If you are the broker of multiple 
brokerages, ensure you also select the desired 
industry sub-tab under the My Brokerage tab  
 

Download the Excel file to view 
which applications were paid 
through a Payment Cart 
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